
[Your Name]  

[Your Address]  

[City, State, Zip Code]  

[Email Address]  

[Phone Number]  

[Date]  

[Recipient's Name]  

[Recipient's Position]  

[Company/Organization Name]  

[Company Address]  

[City, State, Zip Code]  

Dear [Recipient's Name],  

Subject: Inquiry Regarding Hyphenation  

I hope this letter finds you well. I am writing to inquire about the 

hyphenation rules and guidelines that pertain to [specific context, e.g., 

"your publication," "the style guide used by your organization," etc.]. 

As I am currently [providing information about your purpose, e.g., 

"working on a project," "preparing a manuscript," etc.], I want to ensure 

that my use of hyphenation aligns with [mention any specific standards or 

publications you are referring to]. 

I would appreciate it if you could provide clarification on the following 

points:  

1. [Specific question or topic related to hyphenation]  

2. [Another question or topic]  

3. [Additional inquiries, if necessary]  

Thank you for your time and assistance. I look forward to your prompt 

response so I can proceed accordingly.  

Sincerely,  

[Your Name]  

[Your Position, if applicable]  

[Your Company/Organization, if applicable] 


